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Foreveari

Triton College, for the past two years, has been considering *“he nced
for a study of the college program of student® personnel services. 1In the fall
of 19?3 requests for a study proposal were {ssued. The proposal of the Con-
sultirg Service ,of the American State Colleges and Univercities was among those
consideredi Fdilowing a one-day meeting with the Director of the Consulting
Service and revision of the proposal, the Board of Trustess approved the pro-
ject after much discussion.

The consulting team--composed of four nationally recognized student
personnel workers, accompanied and coordinated by the Director of the Consul-
ting Service--spent four days (April 29 and 30, May 1 and 2, 197%) on campus.

Interviews were conducted with all counselors and many counseling aides;
classified personnel; faculty members and of ficers of the faculty associstion;
and many students and campu. administrative officers of the college.

Reporis of previous consultants, the lorth Central Associastion sccredi-
ting documents, and other reports, publications, brochures and recdrds~-inclu~
ding budget and salary reports--were studied. Group meetings were held with
some perconnel, The members of the congulting tesm appreciated the many cour-

tesies extended to them, and ecpecially the willingnese to discuss all aspects

of the program frankly and openiy. There appeared to be no "hold-backs" from
anyone, but much "feed-back" from all, We commend all concerned for the "open-

dcor" policy and discussion.

The "exit" interview presented by the team to student personnel staff
members, faculty members, students and administrative officers of the college
briefly outlinec the tentative conclusions and suggestions and recommendatijons.

This writien report more fully indicetes the conclusions drawn, as vell

as the suggestions and recormendations made,
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As was ctated in the proposal, "suggestions and preposals made by the
consulting team would be provided to assist the college officials, faculty,
staff, and students; they are not final decisions.” The consultants realiz?
that the administration, faculty, staff, students, and finally the Board of

Trustees will determine and esteblish the desired structure and procedures.
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Introduction

Triton College is a "Public Community College and Technical Institute
For All The People" located in the northwest section of the Chicago area.
Established only ten years ago, it is one of the most rapidly growing col-
leges in the Midwest with a current enrollment of approximately 14,000.
Students are enrolled in The School of University Transfer Studies, The
School of Career Education, and The School of Continuing Education.

The philosophy and objectives of the college, and the counseling and
guidance program, are described appropriately in the college catalogue. Ob-
jectives for the student personnel program include the following which indi-
cate the scope: "Triton College believes that it should provide assistance
to ecach student in selecting and achieving & worthwrile educational objective..."
"professionally trained counselors are available to assist each student in
defining objectives and outlining plans to achieve his goals...”" "All incoming
freshmen are required to attend an orientation program..." "The Student Ser-
vices offices in the College Center are maintained to provide assistance and
counsel for individual students and student groups who have special interests
or needs at Triton College..."

Triton College, in the opinion 6f these consultants, is to be commended
for the planning and completion of the present campus and tuildings, and the
utilization of innovative and contemporary equipment and supplies; for well
prepared professional personnel; for the articulation of the related programs;
for the cooperative relationships of the deans of the schools and departments;
and for the development of the progranm ol administrators, faculty, staff, and

student .participation in governance and in the development of services and

5



programs. The majority of faculty and students speak favorably and posi-
tively about the counseling services in spite of certain internal and ex-
ternal controversies which have affected the image of the counseling

sexrvice.

iv



General Administration

A. Institutional Policy Determination

"The develorment of institutional policy, including the procedures and
processes vhich are organized into the policy making structure, provides the
basis for administration. Policy deve® ~ment precedes administrative delega~
tion &nd is a Board delegated function.

"Various national associations of colleges and urivercities such as the
American Council on Education, and the associations of faculty members such as
the American Association of University Professors have stated the rationsle for
policy meking in several ways: ‘'Any individual or group having equity in a
decision should have some process or procedure for participating in reachipa
the decision.' 'Important arecas of action involve at one time or snother the
initiating capacity and decision making participation of all institutional com-
ponents.' Key words to express the ideas contained are: ‘equity,' 'participa-
tion,' and 'appropriate representation.'’

"The four component groups of a college campus constituency are: students,
faculty, administration, and steff. Several organizational structures for poli-
cy determination are available. Some are traditional, come are modifications,
and some are new or innovative, In some colleges, the policy making body is
composed of administrative officials only, in others faculty and administrators
are involved, Many institutions are experimentirg with student participetion.
The trend ir toward greater pariicipation of all groups. Such is true at
Triton Junior College.

“The procedure for the development of institutionsl policy varies grestly
from college to college. The specific plan or process for e particular college

depends upon various elements: the attitude of Board members, the iraditiong
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of the college, ‘he size of the college, the age and tenure of the faculty, the
type of student body, the financial support of the institution, and.meny other
factors.

"In the final enalysis the Roard ic the poliey making body, snd only
througl delegation of this process o others can the responsibility be shifted.
(1) The Roard may declegete to the President ceriain policy meking development
with recommendation to the Board for approval or rejectipn. or (2) the Board mey
delega‘e through the President to certain campue groups such as 8 College Sen.
ate, or a Faculty Senate, or a Student Senate, or gimilerly nmmed bodies, certain
cpecific policy making recommendations channeled through the President to the
Loerd for epproval or rejection.

"Policy making procedure is immedistely reflected in the administration
of the institution, consequently administrations are lobeled arc: aulocratic,
dictatorial, ronservative, strong, middle of the road, flexible, edjusting to

trends: liberal, democratic, participatory; or far-out, redicel, wesk, etc,”

B, General Principles of Adminictrstion in Post-Secondary Educetion

Administrstive organization in general ond as policy should be developed
on functionsl raiionale and as infrequently as possible on the besis of "person-
alities" or "traditions" or non-functional criteria. This philosophy and pro-
cess allows for growth and expansion without the necessity of ({requent major |
re-organization., It is recognized thatl history, tradition, precedent and per-
gonnel play their parts, but thege change. Aspects of orgonization chanre, too,
but the basic structure cen be developed to accommodate chenge end evolution
and provide a built-in flexibility. As en inctitution grows in size snd purpose,
the feature of flexibility takes on increasing importance,

The principle of limited gpan is that a key adminictrative officer can

most effectively tupervise end coordinete the efforts of not more than fe r to

)
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vix subordinate officers. Especially in a rapidly developing organization, cir-
cumstances may require a larger span for some officers for relatively short
periods, but the number of subordinates reporting directly should be reduced as

soon as possible.

¢. Orranization for Administration

within hirher education, it has come to be generally accepted that there
are four mejor functional areas of adminisiration. These are referred to by
different names end different titles, but are recognired as (1) Instructional
Affeirs, . (2) Student Affairc, (3) Business and Financiel Affeirs, and (4)
Community Affairs. A fifth functionel area, recently developing, is Personnel

Services. (See Orgenirational Chert I

D. Triton Administration

The congulting team commends the individuals who are respongible for the
carrying our of the administrative responsibilitiec of Triton Junior College.

the cempus planning, the growth in en:ollment have required outstending
leadership from the President., The Executive Vice President is commended for
the cooperative support obtained from deans and departmeat heads in an expen-
ding institution. The deans of the three schools exhibit excellent leadership
gualities, end the ceveral department heads who were interviewed (Englich,
Nursing, ete,) were most cooperatlive and supportive of the objectives of the
college and of the Student Affairs Ares.

The reprecentatives of ‘he Facully Accociation, while not as complimen-
tary concerning the sdminigtrotion (nor the employment of congultents), never-
theless agreed that negotistion and pgreement were part of the sccepted proce-
dure alL Triton College. They recognized also that faculty, stujente, steff
and adminictrators participsted in college governance, and thal the Rcard of

Tructees makeg final policy decirionc.
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Student leadership was able, cooperative and most supportive. Their
suggestions and recommendations were forthright, helpful, and loyal to Triton
obiectives. The Dean of Students was described as & "hard worker" and he was
respected. His present load is too heavy and his leadership ability will be
tested as the role of couriselors and counselor aides is re-defined and as
another Assistant Dean assumes his role.

The present Dean of Student Personnel Scrvices has proven his aoility
to carry heavy loads--in various phases of student activities--and his assign-
ment should be changed to allow his special abilities to serve students.

The recently appointed Apecialist in Admissions has already coordinated
several of the services, shown his leadership qualities, and should bte a kay
member of the Student Personnel Services team.

The Assistant Dean of Student Services is to be commended for his
efforts in opening and establishing tradition and regulations that make for
an excellent College Center.

It is the responsibility of the consulting team to evaluate the Student
Affairs area, and it is our belief that consideration should be given to a re-
orgahization of the administrative pattern of the Student Personnel Service:
Division. It Would appear that an excessive number of people report directly
to the Dean of Student Personnel Services. A suggested reorganization would
be for three individuals (Assistant Dean of Counseling, Assistant Dean of
Student Services, and an Aumissions Specialist) to report directly to the
Dean.

The remainder of the report will be organized under the topic headings
of: Dean of Student Affairs Area, Assistant Dean of Student Services Axea,
Assistant Dean of Counseling Area, and Specialist in Admissions, Records, and

Registration Areas.



Dean of Student Affairs Area

It is considered to be the responsibility of the Student Affairs Area
to prepare and keep prepared the individual student for taking the most com-
plete advantage of the opportunities and primary purposes of his being in a
Post-Secondary Institution. Responsibilities, therefore, of the area of
Student Affairs normally include recruitment; admissions, orientation; regis-
tration; record keeping; feeding; counseling and psychological services;
health services; recreation; cultural and related development; financial aid,
such as scholarships, loans, grants, student employment and the like; stu-
dent activities; student organizations; and placement services.

Frequently these are described as a dual program to meet the needs of

 students and to develop the "whole individual" in those areas not held to be
the responsibility of classroom instructional or curricular programs.

The student personnel program is therefore supportive of the total in-
structional campus program and is interrelated and sometimes overlapping in
the other administrative areas of imstructional affairs, business and finan-
cial affairs, and community affairs. In addition, the student personnel
program is dependent upon the personnel office.

At Triton College the counseling service "department" provides complete
student personnel service for The School of University Transfer Studies and
The School of Career Education. The School of Continuing Education maintains
its own curricular advising program and depends upon the counseling depart-
ment for records, fiﬁancial aids, health servicéi testing, and student services.
Kaleidoscope, & new instructional program, has a counselor assigned for inter-
departmental service. .

The present administrative structure includes an Assistant Dean, &

' . ' 13




Specialist, nine :ounselors, six counselor aides, and several classified
pexsonnel.

The Dean of Students has reporting to him: ecounselors; counseling
aides; an assistant dean who is responsible for ~:erall operation of the
College Center and student activities; the Health Sexrvice nurses; the counselor
for Financial Aids; the counselor for Kealeidoscope; and a new specialist who is
responsible for recruitment, admissions, rezords, and articulation with high
schools.

No more than six to eight individuals should be reporting to a top
administrator. At present twenty or more report to the Dean of Students. As
previously stated, the Dean of Students is a "hard worker" and respected. How-
ever, one can see that his load is too heavy. He must redirect his leadership.
role to emphasize planning, goal selection, communication, and evaluation. We
suggest that thres persons xeport to the Dean of Students, who then reports to
the Executive Vice President. (See attached chart II)

The consulting team found that there seems to be deep concern regis-
tered in relationship to policy and operational decisions made at the institu-
tional level as they affect the student affairs area. In other words, the
staff felt that they should have input into some decisions as well as receive
feedback as to why certain decisions are reached. Such conditions produce
serious morale problems.

Increasing size and complexity at Tritop College requires more planned
communication. Communication is most conducive to understanding and support.
In many institutions the Dean of Studep*s holds weekly meetings with key admin-
istrative officers and occasional meetings with larger groups. The chief stu-
dent personnel officer should conduct meetings with his Assistant Deans and
others responsible for programs at least twice each month. Agendas are pre-

pared in advance, and meetings provide opportunity for all to knovw and under-

14
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stand, Minutes are widely distributed or pleced in a speéific office where in-
terested percons may read them. |

Meetings with advisory groups from the student body, faculty, steff,
alumni, and citizen groups are addilional communication measures.

Communication, both internal and external, require time snd adequate
and appropriate planning, If meetings, publications, exchange of idees, and
other measures are carefully scheduled with all constituencies by *he Dean of
Students, then communication of staff "input" to the Executive Vice President,
School Deans, faculty and students ghould improve.

It is sugpested that the Dean of Students acceptl leadership regspongibie
lity in providing a mechenism for and promoting the establichment of priorities
it terms of the growth of the Student Affairs Area,

Major goals for student services should be established in each area,

This should include recruiting, selecting and training new staff members, pro-
fegsional snd paraprofessionals. The goals should provide for and stimulate

the continuous professional and personal growth of the student services staff,
The goals should also include improving relationghips and increasing the cooper-
ation among the various student services specialties, In addition, stiident
services should be provided which meet the needs of special segments of the
student body--such as older citizens, divorced persong, minority group members
and handicapped students--as a pert of the Student Affairs Progrem.

Procedures should be established for the continuous evaluation of student
service programs by thoge performing and those receiving the services. This can
be accomplished through mail questionna’res, interviews, and other evaluation
and research instruments., Evaluation and accountability ﬁust be built into en

operational scheme to assure quality control of resources, student, programs,

and staff,

A4
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The Dean of Students is respected by his staff. The sugerested reorgen-
jzation and redefinition of his role should aid him in promoting ongoing co-
operation and communication among areas inasmuch as the success of many of the
programs is closely related to staff working together and being kxnowledgeeble

of others' plans.
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Aseistant Dean of Student Services Ares

I, College Center

The College Center is a physically well planned building widely used
by students, Four general areas are housed in the College Center ir addi-
tion to student sctivities: (1) an adequately stocked, well designed book-
gtore that services the students; (2) a food service operation which includes
a snack bar, cafeteris, staff dining room snd catering; (3) an educationsl
component to the food service where students receive resteurant training in
such areas as baking, catering, culinary srts, fast food operations, resort and
country club menagement, and vending, which provides a diversified laboratory

experience for students; and (4) Student Activity Programs.

A, Assistant Dean of Student Services

The College Center was successfully opened in 1971 to serve the students,
faculty, and community under the leadership of the Assistant Dean of Student
Services. Houged in the Center, he has had primery responsibility for program-
ming within the Center as well &s programming student activities on cempus. Re-
porting to the Assistent Dean of Student Services is the Director of Athletics,
to whom approximately nine athletic coaches are pesponsible. The College Center
Asgistant, a person with a Masters Degree, hos a primary responsibility in Cen-
ter programming. The Volunteer Coordinator and the information degk hostesses
also report to the Assislent Dean of Student Services. The Dean is also the
advisor to Triton College Student Association officers and Student Scnale.

The Asgistant Dean of Student. Services was designated to "open" the
College Center and his educationsl experience has helped to meke the Center
guccessful as a true activities center for students, Now that the Center is

operating rather smoothly, the Acgistant Dean of Student Services ghould accept

18
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broader responsibilities.

B. Student Associatigg

The Triton College Student Association is most supportive of the educa-
tional and activities program in the College Center. The Association is led
by conscientious and dedicated students., Their budget responsibvilities
are sizeable. The students have established principles for budget construc-
tion and are fiscally recponsible under the guidance of the Assistant Dean of
Student Services. They willingly give financial support to the athletic pro-
gram but hope for the day when facilities will be improved. They pay a yesrly
rental for space in the College Center go that they might use its facilities.
They fiscally support an intramural program, voluntery community cervice pro-
gram, and part of the salary of a recreation supervisor.

Student participation in institutional government is excellent., The
ctudenls feel ag if they have input in the college decision meking psttern and
are for the most part supportive of the institufion and the student personnel
servires, The student asctivities services have varied programs to.meet the
needc of a diverse student body., These programs are well organired snd the ctu-
dents have the lesdership role in decisions in this eres.

The Assistant Desn of Student Services is to be commended for his abijl-
ity to communicate and work with responsible Triton College Student Associatioﬁ
officers, This consulting ‘eam believes that the Collere Center should conr-
tinue to be of outgtanding educational value to the students by providing the
opportunity for the students to learn more about themselves and their inter-
relationships with others while engaging in out-of-class activities.

The following recommendations are offered for congideration relative to

activities of the College Center and Student Services Area,

1. It is rccommended that Lhe Assistant Dean of Student Services.

49
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be given more responsibilities commensurate with his job title. That is, in
addition to the responsibiliiies for the College Center and athletic program,
he should be given supgrvisory responsibilities for the operation of the
Financial Aids, Placement, and Veterans Advisor Office, as well as the liealth
Sexvice.

2., It is recommended that the Assistant Dean of Student Services con-
tinue to accept advisory responsibilities for the Triton College Student
Association and its activities,

3. It is recommended that a Director (or Manager) of the College
Center be appointed immediately, having primary responsibility for all student
activity programming and management functions of the Center as well as the in-
formation desk, recreation room, and volunteer progrem. The Director's primary
responsibility would be to continue an active program which would draw students
into the College Center through involvement with clubs, aetivities, and recrea-
tional activities and innovative programs, thus contributing to the development
of student life in the out-of-class activity area. (See attached chart III)

L, It is reﬁommended that a College Center Professional Policies
Council establish policies for the operation of the bookstore, food service,
and student activities, The Director of the Center would carry out these
policies. It should be recognized that the bookstore and the food service
are faculty and student services, and that they contribute to the overall edu-
cation of Triton College students, However, these auxiliary enterprises should
accept the obligatiop for furnishing financial support to the College Center
which exists for the students and their education.

_ 5, It is recommended that the Director of the College Center be an
advisor to a College Center Student Coordinating Board comprised of faculty,
representatives of the Student Association, and other student groups, which

could be force for improving the programming of the Center and student in-
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volvement in activities within the College Center,

6. It is recommended that the Director of Athleties, Cheerleader Ad-
visor, end Chairmen of Intramurals report to the Assistant Dean of Student Ser-
vices through the Athletic Director, which is 8 slight change, The possibility
of a change in the Chairman of the Physical Education Department is eminent;
When the new chairman is appoinied, further considerstion should be giveu to
responsibility for both a men's and women's vargity athletic program, intra-
murels, and cheerleasders being placed under Lhe chairmanship of the Physical

Educalion Department,

C. Office of Financial Aids, Placement, and Veterens' Advisor

The Financial Aids, Placemerit, and Veterans' Advisor Office is under
able )eadership and has enjoyed consistent gludent growth and gupport. A zam-
pling of Triton College studenis indicatles that they are very aware of the op-
portunities offered by this office, and that there is wide acceptance of these
student personnel services. The staff has handled a large work loed associsted
with "packeging" financial aids to the student body. In some instances the
clerical work and financial computations tend to cut down on actual financial
counseling: however, there does hot.appear 1o be a need for » third person at
this time.

Means should be explored whereby the Finamcial Aids Office is placed on
a year-round calender. Such a calendar could be implemented if more than one
person had authority to meke awards rather than limiting the function to one
person,

The Office of Financial Aids is well organized and meintained. The i~
nancial aid aspect has developed excellent program meterial to inform the stu-
dents sbout financial aid. The atmogphere of this office is excellent, The

staff is to be commended for the interest and concern for students.

p
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The Plecement Office is in jits infancy and should continue under the
present orcanization rather then establiching an individuel office. The plece-
ment officer is just beginning to work with the Deans of the Schosls of Career
Education, University Transfer Studies, snd Continuing Fducation es well as with
Departmen* lieads end various faculty memdbers, Sets of eredentials on about
fifty students have been accumulated as » service to future employers, A record
keepinz system is being developed to assist in student employment end job re-
ferral.

Consideration could be given to en expansion of the Placement Services'
function, An additional clerical position in the Placement aree would permit
the present placement officer 1o develop expanded services for gredustes as
well as develop a greater liaison between industry located in Distriet S0l and
the College. This liaison would be directed at both improving Jjob opportunitiec
for students as well ac proving a vehicle for meking known the needs of the
employer community to the College in terms of development of new curricule.
Additionally, thiec clerical position ghould be responsible for the on-campus
plecement of students working under the College Work-Study Progrem, thus rec-
lieving the Financisl Aids Counselor from this task.

The Placement Office needs the puidsnce of a full time profescsional per-
son, It is recommended, however, that the Placement Office continue to grow un-
der its present errengement rather than establiching a seperste office, In the
event that space in the Learning Center becomes unaveilable, con sideration migh!
be given to a relocetion of all so-called supportive services such es Financisl
Aids, Placement, Veterans' Affairs, etc. It would appear that these services
might be located in the College Center instead of an adjunct of the Admiscions
and Records Area. Other activitiy in the Center might heve to be relocsted,

The Veterans' Advisor is operating the Veterans Instructionesl Progrem

Lo
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under a grant from the Health, Education end Welfare Department. The Advisor's
primary responsibilities are the recruitment of veterans, manarement of the
Outreach Program, and follow-up on Veterans Administration benefits and the
Illinois State Veterans Program for Triton students, In additjon, the Advicer
aids veterans with the admission-registration process; se¢rves ac a lisicon of-
ficer to the Veterans Adminigtration; administers the Veteranrs Tutorial Ansis-
tance Procram and reader service for blind veleransi serves as an advisor to
the Triton College Chapter of the Veterens Scholastic Honor Society: and has
become actively involved in the Rad Discharge Rehabilitation Program. This
office is oriented to assisting veterans end its ‘rarious record keeping func-
tions can easily be fused into the ongoing record csyrtem, It is recommended
that. thic office continue with its organiretion.

The need for coordination of supportive services is desirable. ‘It is
suggested *hat the present Counselor for Financiel Aids assume edminictrative
responsibilitiés for all supportive services. This would include Financial Aids,
Plecement, and the Veterans' Outreach Program. Thig individual would revort

directly to the Assistant Dean for Student Services,

D. Health Service

The sciicge health center seems to be primerily a "piret aid"” trentment
center. It is well organired and is perceived by the students to be an open
and friendly place to go. It is organized with two duly qualified nurscs vho
accept responsibility for student health cere; howvever, their responsibility
in terms of health education is minimal, Consideration should be given to
planning educationel programs relative to student health econcerns and neede.
Examples of such programs might be group puidance seasions dealing wilh common

health problems such es obesity, drug abusge, smoking, ete¢, It would sppeer

3
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possible to offer such specialties within the Psych 050 ccurse, health
courses, etc.

It 35 suggested that arrangements for a psychiatrist or psychiatric
social worker from a neighboring mental health facility spend e day on campus
to hondle counselor referrals be explored, and that the Health Service report

to the Assistant Dean of Student Services.

E. Summary

The recommended organization does free the Dean of Students relative
to the numbers reporting to the Dean as well as allowing the Assistant Dean
of Student Services to assume responsibility moxe closely allied with the

position title.

1
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Counseling Area

A. General Description

The Counseling orea at Triton College is staffed by Professional
Counselors with a wealth of high school counseling and administrative ex-
perience, in addition to an academic achievement well beyond the masters
degree level.

There are at present nine counselors Out of an earlier allocation
of eleven counselors. Two of the positions have not been filled at the
present time. In addition, the position of Assistent Dean of Counseling,
vacated almost two years ago, has also not been filled. This has left the
counseling center to be managed by the Dean of Student Services and a
counsel of three counseling center members. The present counselors at
Triton College are highly qualified and well trained persons.

Seven counselor aides have recently been employed to assist the
counselors. They have been assigned t> counselors, but their edugationél
vackground, job responsibilities and relationship with Triton College stu-
dents varies considerably. Ouxr conversation with College Deans and faculty
members, as well as students, indicates that much of the question of dis-
satisfaction associated with the counseling department is within the
Department. Counselors seem to have the support of faculty, administrators
and students. Many counselors have a reputation for being very helpful to
students in career decisions and accurate course advising prior to regis-
tration. However, inaccessability and time lag relative to getting an

appointment appear to be problems with student.

B. Counselors

Each counselor is assigned out of a centralized counseling center to

specific curricular programs, with the range of clients being from 150 to

o)
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over 1500. This too has produced some morale problems among counselors.
In addition to their counseling function, the counselors also teach an
orientation course, Psychology 050. At the present time this course does
not seem to be well organized as to scope and sequence so the content and
time spent in the course varies with each counselor. The students at
Triton College do not seem to be very high on the orientation program and
most of the counselors feel that the course needs to be better organized.
Some feel that it should be obliterated from the curriculum,

In the past, the counselors have also been assigned to be liaison
with at least one and at times two local high schools. However, the addi-
tion of a Specialist in Admissions, places the major responsibility for
recruitment in the admissions area but the counselors could continue to be
part of the recruitment procedure. The role of the counselors in artic-
wlation between Triton and the high schools needs clarification.

The primary role of the counseling center staff members seems te
be that of an academic advisor in 1ieu of what might be best described as
personal decision counseling. 1In part, this heavy role of a.ademic ad-
vising is producing serious morale problems in terms of professional
frustration. At the same time, some of the counselors perceive that their
position would be in jeopardy if they are not seeing students (sometimes
as many as twenty in a day) for academic advising. In addition, this
perception of job jeopardy also stems from how the guidance aides are
being utilized. Some of the counselors feel that the guidance aildes are
in direct competition with themselves in terms of a position. This has
accentuated the relationship between guidance aides and counselors. Lven
50, the counseling joad of the counselors is extremely heavy and is

producing professional frustration and dissatisfaction.

e



There does not ceem to be a cleor cut or wvell defined evaluation
procedure emong the studeﬁt counseling staff end the college administration,
This has produced some unrest among personnel, The absence of an escigned
and formalized leader of the counseling area (Aszistaut Teen of Counseling)
hes also produced a sense of unrest among coungeling area members in
relation to evaluation and sccouniability, and direction in wvhich the area
should be proceeding.

Interestingly enough, the counseling center staff members ceem to be
split in reletion to iheir interes* in employing ean Asstictant Deen of
Counseling. Some members feel that they should continue to operate with a
three person council in lieu of a strong leader, However, the consulting
team feels that the counseling ares staff members have become divided in
terms of center goais and directions and the lack of lesdership has caused
the counseling area team membersrto co in multiple directions where they

are each doing their own thing.

¢. Philosophical Base for Counseline Aree

A model for student counggling area is diversified, consequently
there are no mutuslly agreed upon objectives and roals for the ares. The
guidance aides are not alloved to attend these few staff meetings co they
are not abreast of developments occuring in the area.

Thgre does nol. serm to be 8 strong philosophical base to the student
personnel program, This is accentuated by the infrequent meetings of the
glaff, a lack of in-gervice training program, and almost no time devoted to
gtaffing cases which 1s so important for communication and articulation
among steff members.

The presently stated philorophy end goais of the coungeling staff

need to be updated in terms of the contemporary reeds of students and the
p
f
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purposes and objectives of Triton College. The new statement should be de-
veloped by end agreed to by the counseling personnel, This updated statement
should precede the gelection of & new Ascistant Deen of Counseling.l Thig
recommerdation agsumes the continuation and expension of sn in-gervice com-
munication cycle which weuld inelude utilization of all present staff members.
The titles of Counselor and Counselor Aide--treditionally used at
Trilon Collepe--ghould be continued: however, the funct on, job enalysis, end
duties of Councgelor Aide must be cerefully defined, end egreed upon, and
realisticelly implemented, At present there is much confusion concerning
skills, work sssignments, end expectations both from the viewpoint of the
various counzelors who "supervise" and the aidec who assist them. Such an-
anysis should, in the opinion of the consgultants, reduce or limit the smount
of time and thought of the counselors devoted to routines and detail and free
the coungelors to counsel students, Much could be done with exit-interviews
and counseling of in semester drop-outs. In addition, studies should be mede
of Lhose who were enrolled who did not fail academically but did not return

the folowing semester,

D. Aggistant Deesn for Counseling

It is recommended that the position of Assistant Dean for Couqseling
be widely sdvertised snd cendidates carefully screened, Screening should
involve students and administretors es well es coungelors employed at
Triton Collere. The Assistant Dean of Coungeling should be an exceedingly
well-treined counselor-sdministrator who cen exert strong lesdership in the
Coungeling Area. This consulting teem favors appointing an "outside"
Assistent Dean for Counseling with Junier College experience, raiher than a
rotating department chairmenship. This pest year ihe Pean of Students hasg

sssumed direct responsidility for the coungeling area and his accessibility

yp
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has been questioned by many of the rounselore. It is supgested that the Dean
of Students, as soon as possible, delegcate recponsibility to the leadership
of this depertment, This would free the Dean of Studen*s to direct hic ef-
forts to improve the liaison with verious schools within Triton College.

Serious consideration should be given to physical decentralization
of the Counceling Area. It is suyggested thal a teem of counselors and coun-
seling aides be assigned and given office space in the schools of Career Ed-
ucation, Continuing Educetion, and University Transfer Studies, as well as
retaining a team of counselors in the Central Office of the Learning Center.
This should relieve tome congestion as well as improve relations with facully
and studenis. A counselor should also be decignaled in the school of Con-
tinuing Fducation and the Kaleidoscope Program. (See attached chart Iv.)

The need of cummer employment for counselors is of considerable
coucern. Consideration should be given to systematically assigning each
counselor for twelve days additional summer employment, A long range contract
for a number of gchool days plus an exact number of days of summer employment
would give security Lo ‘he counselors end diminish the concern.

It ghould be forcefully noted that for the most part, there tends tc
be an adequate relationship between faculty and the Counseling Area, and be-
tween the sludent body and the Counseling Area, Harmonious relationchips
seem Lo have been built among individual faculty members and individual coun-
selors. llowever, this consulting team feels that the Counseling Area should
provide continuous visual publicity needed io keep faculty and students
abreast of progress heing made in the Counseling Area. Much more ig going

on as far as programs are concerned than is disseminated to the tole) collefe

community.
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E. Frechman Orientation

At Triton, orientation consists of a one-day summer program for infor-
mational and scheduling purpoces and a one semester hour courcse for full time
students, I% is recommended that the one-day summer program be continyed. ;t
is furtlher recommended that Sep'ember students who have teen accepted be brought
to the college for the one-day orientation and registration progrem in the
Spring Term. This earlier scheduling should relieve the pregsures and number

of incoming students scheduled in the twelve-day summer period.

F. Psycholory 050

The length of time and content of the one semester hour orientation
course (Psych 050} vary with the counselor. It is recommended that the coun-
selors under the leadership of the Assistant Dean for Counseling examine the
purposes of the course and develop a common course outline allowing for stu-
dent options based on need.

In conjunction with a re-evaluation of the Psych 050 course, considere-
tion chould be given to the offering of numerous options in the course utili-
zing specific areas of competence as developed by individual counselors. For
example, rather then one course for all students it would eppear desirable if
students could select from such options as College Information, Vocatioﬁal In-
formation, Career Decision Making, Personal Development, Interpersonal Kela- |
tions, etc. Not only would such a system better meet the needs of individuol
students, but it would alco offer the opportunity for studentes to repeal the

course by choosing a differeni option ag mentioned above,

G. Kaleidoscope

This one-year experimental, interdepartmental progam is a part of the
College of University Transfer Gtudies, and it includes a pert time assignment

of a counselor. It is suggested that it continue in that relationship for
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funding and other purpoces.

H. Standardized Testing

It is suggested that the Guidance and Counceling steff, under the leal-
ership of Mrs. Boone, in conjunciion with instructional divisions concerned,
re-evaluate the entire testing progrem as it pertains to edmisgions. Specifi-
cally, the requirement of an ACT for matriculated status as vell as a College
Placement Rattery sppears redundent. In eddition it is sugggested that if a
tesling ba*tery is Jdezired only one be utilired end that it be appropria‘e *o
“he community college populetion. A battery such ss the CCP Program would
offer bo*h the placement informa‘ion as well st a number of other indiees such
as an interest inventory, biogrephicsl information, ete., This one battery

would then become an extremely useful tool for the coungeling staff,

I. Additional Recommenda'ions

L. Consideration should be given to the elimination of a specific coun-
selor for limited students, The large numbers of limited stuvdents make suech a
function largely clerical. It may be more profitable if limited studenis were
assigned to the various counselors responsible for that student's specific
ellucacional objective as ig done for matriculated students,

2, It would eppear thal counselor use of individual tests might bhe
improved to provide counselors with more tools for assisting clients, In par-
ticular, ;t appears that litile uce is mede of pgychological meagures, interest
inventories, etc.

3. A program of in-gervice training for the counsgeling s-aff ir
stroagly recommended. Thig program chould desl principally with the up-prading
of counseling ckillc rather then being devoted to simply information giving -
concerning depsrtment offerings, transfer requirements, etec.

h, Triton College hes incresged enrollment rapidly, and expects further

3



23

expancion., To provide s mathematical bvase for determining the future number
of counselors an analycic was made of the present number of FTE students per
councelor, On the basis of 132,27h semester hours (Fell end Spring, 1973-7h),
the number of FTE students (30 semester hours), with nine counselors, equals
675. It is suggested that at any time an increase of 650 FTE students.are

enrolled that an additional coungelor be employed.l

1It was mentioned in the exit interview thst at Richlend Junior Collere,
Dallas, Texas, the number was 350, end that at Ball Stsete Univercity the
number was 1,000. Note: At Richland Junior College there are no coungelor
aideg %o essist the counselorg; while at Ball State Univergity the assign-
ments ere for curricular advicors, who are not expected to "counsel” other
than academic advisement,



Specialist in Admissions and Records

The addition of the Specialist in Admissions has been an aséet for the
total Stuuent Personnel Services Program. He is at the present time at-
tempting to dcfine his role within the total scheme of things and has estab-
lished several gcals toward which he is proceeding. This individual has the
need to develur a program of keeping students in the community aware of Triton
College and its offerings, to develop an adequate system of ongoing registra-
tion and maintenance of records, to develop a working rapport with high schools
in the commﬁnity, to streamline the application form and process, and to con-
tinue to guild & relationship between his office and other areas of the col-
lege.

One of the concerns of the consulting team is the working relavion-
ship betwecen the office of admissions and the counseling center. Though
the Specialist has no formal authority over the counseling area staff members,
it is imperative that & strong bridge of relationships and coopera@ion be
built between these two offices., Particularly is this true for these two
offices in thair liaison work with the high schools. With the appointment
of an Assistant Dean of Counseling, a closer articulation between the needs

of admissions and the strength of counselor help should be established.

A, Recruitment

‘The Specialist in Admissions has a major responsibility in recruit-
ment of regular Triton students. le should continue to involve Triton coun-
selors in their responsibilities to district high schools and Illinois col-
leges and universities. These counselor relationships should be maintained

when a College Recruiter has been selected.
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The college-wide coordination responsibilities for visitations to
high schools and colleges and universities should rest with the Admissions
Specialist and the College Recruiter. Consideration might be given to
increasing counselor assigned time in the feeder high schools. In the
Spring semester, particularly, a day per week in a feeder high school,
for example, would enable many Fall entrants to receive counseling program-
ming assistance, and even registration prior to the close of the student's

senior year but under the coordination of the College Recruiter.

B. Admissions

The effectiveness of recruifment is related to the ease of admission
and lack of artificial barriers. It is recommended Triton College examine
its admission procedures in terms of classification of students and infor-
mation required before students may be accepted.

Triton's enrollment chart for 1972 shows a ratio of approximaﬁely
3.4 to 1.0 vetween total headcount and full time teaching equivalent.
Financially, it is desirable to decrease the ratio while continuing to
increase enrollment. To accomplish this financial goal and to implement
the community college open door policy as a college "for all people” it is
recommended that Triton examine:

1) +the necessity for two application blanks and procedures - one
for régularly admitted students and the other foxr limited students.

2) the required medical history form and consider whether the
essential information could be obtained by self-report either in a brief
form as a part of the application blank or as & part of the Summer orienta-
tion day.

3) the statement of residency. Does it conform to Illinois statutes?

Shoul-l parents be required to sign or only if students are minors?

16
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4) the usefulness of the Request for Status Information.,

5) the required testing program and its relationship to admission,
screening and placement.

The consulting team believes the application process for fully
matriculated students seems cumbersome and restrictive and would appear
to work against the stated goal of encouraging limited students to become

matriculated.

C. Record Keepers

Triton's organizational documents for the Records arca shovw this
area relating directly to the Specialist in Admissions. (see attached chart V)

When the College Recruiter has been employed, the Specialist should
be able to devote more time to the development of immediate, intermediate
and long range goals and to provide some professional leadership to the
Records area. Specifically, it is recommended that:

1) Adequate security precautions be implemented. Some of the
records are not housed in fire proof file cabinets.

2) Provision be made for back-up records. Serious consideration in
the near future should be given to microfilming or microfiching permanent
college and student records with a set of records stored in un off-campus
location. An overall plan for microfilming should Le developed; it should
include:

a) designation of types of records to be microfilmed or placed
on microfiche, i.e.,'grade rosters, class records, contents of student files,
permanent records cards, etc.; h

b) time lines for implementation;

c) selection of equipment and supplies;

d) plans for destruction, if any; and

e) security precautions for duplicate records.

v
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3) The student permanent academic record include s~d 1list all appli-
cable courses (transfer and Triton), At the precent time, no ransfer courses
are listed on the Triton permanent record. This complicates the counseling
and graduation process.

L) A gradustion clerk be appcinted to determine whcther a student is
eligible to graduate and to inform the astudent ard his counselor in writing
if his eligibility is in question. Iv is recommended that the review of
graduation petitions and certification for graduation be a function of the
Student Perconnel). Services., School) Deans were in apreement with this recom-
mendation,

5) There be fuller utilization of thc computer by the Records Area.
For exemple, ‘he student permanent record could he completely placed on the
computer and at the end of each gemester a complete updated record could be
supplied to the rfuden* end the Records Ares. In sddition, requests for
trenceripts could be foruarded to the computer for copies to be produced and
mailed. Currently, term courses and grades ore posted on 8 permanent record
card by clerical staff et the end of each nemester. These clerical, time
conguming procedures could be eliminated.

6) An adequate Studen: Date Bace be developed which is comput.er-bared
and assists all areas in gaining accurete developmental date on all Triton

students.
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